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1.  Introduction 

This  guide  was  developed  to  help  all  MAG  employees  create  electronic  documents  in 
Microsoft  Word  that  are  accessible  to  more  people,  including  people  with  disabilities. 
The  possible  disabilities  include  various  degrees  of  vision  impairment,  muscular-skeletal 
disorders  that  limit  the  ability  to  use  traditional  controls  such  as  a  mouse  and  keyboard, 
and  learning  disabilities  such  as  dyslexia. 

For  some  people,  it  may  be  difficult  or  impossible  to  read  or  handle  a  hard  copy  of  a 
document  (or  printout).  In  these  cases,  providing  an  electronic  document  creates 
accessibility. 

For  others,  the  electronic  document  will  need  to  be  designed  so  that  it  can  be  easily 
read  and  navigated  by: 

•  Using  assistive  technologies  (e.g.,  screen  readers,  screen  magnifiers,  braille 
displays,  speech  input  systems):  and/or 

•  Using  built-in  functions  in  web  browsers,  readers  (such  as  Adobe  Acrobat),  or  word 
processors  (such  as  Microsoft  Word).  Most  of  these  have  built-in  functions  to  make 
reading  or  navigating  a  document  easier;  zoom,  changing  text  and  background 
colours,  bookmarks  and  search  functions. 

By  increasing  the  accessibility  of  our  documents  for  use  by  people  with  disabilities,  we 
are  helping  to  meet  human  rights  and  accessibility  legal  requirements,  and  enhancing 
communication  about  ministry  services  and  programs  to  a  broader  range  of  people.  We 
are  also  contributing  to  improved  productivity  by  enabling  staff  with  disabilities  to  access 
relevant  materials. 

In  most  cases,  documents  created  for  distribution  and  reports  are  created  in  Word. 
Documents  that  are  made  to  be  accessible  are  faster  to  download  and  easier  to  read 
and  understand.  They  are  also  easier  to  convert  to  different  types  of  formats  (e.g., 
accessible  PDFs,  HTML  web  pages,  and  braille).  By  following  these  guidelines  you  will 
create  documents  that  are  more  accessible  for  all  of  your  colleagues  and  your 
clients/customers. 

A  condensed  version  of  Creating  an  Accessible  Document  in  Microsoft  Word  is  also 
available  (see  Appendix). 


1.1  Assistive  Technology 

Some  people  with  disabilities  use  assistive  technology,  such  as  screen  readers,  braille 
displays,  or  a  modified  keyboard  or  mouse  to  access  information  in  documents  using 
their  computers.  Screen  readers,  for  example,  allow  a  person  who  is  blind,  has  low 
vision,  certain  types  of  learning  disabilities,  or  a  developmental  disability  to  navigate  a 
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computer  screen.  The  screen  reader  reads  the  information  on  the  screen  out  loud  using 
a  computerized  voice. 

Take  a  few  minutes  to  read  short  descriptions  of  commonly  used  assistive  technologies 
and  people  who  use  them.  You  will  also  be  able  to  view  online  video  demonstrations  of 
how  different  types  of  assistive  technologies  work. 


1.2  Different  Versions  of  Microsoft  Word 

Different  versions  of  Word  are  being  used  across  the  ministry.  Although  this  guide 
provides  general  instructions  applicable  to  most  versions  being  used  in  the  ministry,  you 
may  need  to  use  the  Word  help  feature  or  visit  the  Microsoft  website  for  further 
assistance  on  a  particular  item. 


2.  Create  Accessible  Document  Structure 

2.1  Formatting  and  Headings 

It’s  important  to  use  proper  formatting,  headings  and  styles  when  creating  documents  to 

make  them  accessible.  Without  proper  formatting: 

•  Some  assistive  technology  will  not  be  able  to  interpret  meaning  from  the  information 

o  Imagine  a  document  with  the  same  font  throughout,  with  no  title  or  headings,  no 
white  space,  or  paragraph  boundaries.  The  content  is  there,  but  the  meaning  is 
hard  to  interpret.  People  without  disabilities  can  see  where  they  are  on  a  page 
and  can  see  how  the  document  is  structured,  but  someone  who  is  blind,  for 
example,  relies  on  their  assistive  technology  to  identify  a  heading  or  table  or  list, 
etc.  as  such. 

o  Watch  a  six-minute  video  demonstration  of  how  someone  who  is  blind  uses  a 
screen  reader  to  access  information  on  a  computer. 

•  The  document  will  be  harder  to  navigate  for  people  with  disabilities  who  have 
difficulty  understanding  information  that  is  communicated  in  writing  (e.g.,  people  with 
intellectual  or  developmental  disabilities  and  people  with  certain  types  of  learning 
disabilities) 

o  Proper  formatting  and  headings  create  consistency  and  allow  users  to 

understand  the  layout  and  navigate  the  document  more  easily.  Users  are  able  to 
identify  key  topics  and  search  through  a  document  by  heading,  if  it  is  formatted 
properly,  to  find  the  section  they  need  more  quickly. 
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Do 

•  Create  headers,  paragraphs,  lists,  and  other  structural  elements  of  your  document  by 
choosing  “Format  >  Style”  or  “Format  >  Styles  and  Formatting,”  depending  on  your 
version  of  Word  (see  screen  shot  image  below  left).  You  can  also  use  the  drop  down 
menu  in  your  toolbar  (see  screen  shot  image  below  right) 
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o  The  Microsoft  Office  Online  Quick  Reference  Card  -  Format  your  document  with 

styles  provides  information  on  applying,  modifying  and  adding  new  styles 

•  Break  your  document  into  subsections,  and  use  headings  to  convey  meaning  about 
the  document’s  structure  (use  “Format  >  Style”  or  “Format  >  Styles  and  Formatting” 
to  format  headings  properly  -  see  screen  shot  image,  below  left,  of  the  style  dialog 
box).  This  will  allow  users,  especially  people  using  a  screen  reader  to  find 
information  in  your  document  quickly  and  easily 

•  Many  styles  come  with  default  settings,  such  as  a  particular  font  and  spacing.  After 
selecting  the  style  type  from  the  style  dialog  box  you  can  see  a  preview  of  how  the 
text  will  look,  as  well  as  a  description  of  the  style  (see  screen  shot  image  below  left). 
If  you  would  like  to  change  any  feature  of  the  style,  such  as  font,  paragraph  spacing, 
etc.,  choose  “Modify”  (see  screen  shot  image  below  on  the  right) 
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•  Format  headings  in  a  logical  order  (i.e.  without  skipping  heading  levels),  with  the  title 
of  the  document  as  “Title”  or  "Heading  1”  (see  screen  shot  image  below) 


o  Use  a  hierarchy  of 
headings  to  show  where 
sections  start  and  end  and 
how  the  sections  relate  to 
each  other.  There  can  be 
several  headings  at  the 
same  level,  such  as  when 
you  have  multiple  sections 
in  a  document.  For 
example,  the  screen  shot 
image  on  the  right  shows 
the  title  of  the  document 
styled  as  Heading  1,  the 
main  sections  as  Heading 
2  and  the  subsections  as 
Heading  3. 
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•  Use  a  table  of  contents  for  any  document  with  more  than  five  sections  -  when 

headings  are  formatted  properly,  a  table  of  contents  can  be  created  automatically  by 
“Insert  >  Index  and  Tables  >  Table  of  Contents”  or  “Insert  >  Reference>  Index  and 
Tables  >  Table  of  Contents”  (see  screen  shot  images  below) 
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•  If  you  need  to  create 
decorative  lines,  use 
“Format  >  Borders  and 
Shading  >  Borders”  (see 
screen  shot  image  on  the 
right) 


•  If  you  need  to  create 
decorative  boxes  around 
text,  use  “Format  > 
Borders  and  Shading  > 
Borders” 


Don’t 


•  Don’t  use  the  “Drawing”  toolbar  feature  to  insert  a  graphic  line  as  screen  readers  and 
braille  displays  will  read  the  graphic  line  as  an  image 

•  Don’t  insert  a  table  with  a  single  cell  to  create  a  box  as  this  is  an  improper  use  of  a 
table  and  will  confuse  people  using  screen  readers  and  braille  displays 
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•  Don’t  put  important  information  in  Headers  or  Footers  because  screen  readers  and 
braille  displays  may  not  read  them 

•  Don’t  use  “Insert  >  Text  Box”  to  add  text  to  your  document  because  screen  readers 
and  braille  displays  may  not  be  able  to  read  the  content  in  text  boxes,  or  it  will  be 
read  out  of  sequence 

•  Don’t  use  flashing  or  blinking  elements  in  your  document  as  people  who  have 
photosensitive  epilepsy  can  have  seizures  triggered  by  flickering  or  flashing 


2.2  Paragraphs  and  Breaks 

It’s  important  to  use  proper  paragraph  formatting  to  make  it  easy  for  assistive  technology 
such  as  screen  readers  and  braille  displays  to  move  from  one  line  to  the  next. 

Do 

•  Use  “Format  >  Paragraph”  to: 

o  Create  a  larger  space  between  paragraphs  (see  screen  shot  image  below  that 
shows  how  to  add,  for  example,  a  six  point  font  size  space  between  paragraphs 
rather  than  pressing  Enter  for  an  extra  space) 
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o  Create  a  First  Line  indent  (see  screen  shot  image  below) 


o  Insert  a  page  break  (see  screen  shot  image  below)  -  you  can  also  use  Ctrl-Enter 
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Don’t 

•  Don’t  press  Enter  to  create  a  space  between  paragraphs  as  this  creates  an  empty 
paragraph.  Instead  use  “Format  >  Paragraph”  to  create  spacing 

•  Don’t  use  the  spacebar  or  Tab  key  to  create  a  first  line  indent  (some  assistive 
technologies  will  not  recognize  spaces  created  by  Tab) 

•  Don’t  press  Enter  repeatedly  to  force  a  block  of  text  onto  a  new  page  (use  Ctrl-Enter) 


2.3  Lists  and  Bullets 

Lists  should  be  used  to  break  up  dense  paragraphs  so  the  information  is  easier  to  read 
and  understand.  Assistive  technology  such  as  screen  readers  and  braille  displays  will 
recognize  a  numbered  or  bulleted  list  and  identify  it  as  such,  if  it  is  formatted  properly. 


Do 

•  Use  “Format  >  Style”  or  “Format  >  Styles 
and  Formatting”  to  format  lists  properly 
using  numbered  or  bulleted  lists  (see 
screen  shot  image  right) 

•  In  the  style  dialog  box,  choose  a  numbered 
list  if  sequence  matters,  and  a  bulleted  list  if 
sequence  doesn’t  matter  (see  screen  shot 
images  below) 
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•  Number  and  bullet  styles  come  with  default  settings,  such  as  a  particular  font.  After 
selecting  the  style  type  from  the  style  dialog  box  you  can  see  a  preview  of  how  the 
list  will  look,  as  well  as  a  description  of  the  list  (see  screen  shot  image  below  left).  If 
you  would  like  to  change  any  feature  of  the  list,  such  as  font,  spacing,  number  or 
bullet  or  type,  etc.,  choose  “Modify”  (see  screen  shot  image  below  right) 
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Don’t 

•  Don’t  use  the  bullet  icon  on  the  toolbar  to  create  a  bulleted  list  if  you  are  using  Word 
2000  because  it  will  not  format  the  list  with  the  bullet  style,  therefore,  screen  readers 
and  braille  displays  may  not  recognize  it  as  a  list  (You  can  use  the  bullet  icon  if  you 
are  using  Word  2003  or  a  later  version  as  the  list  will  automatically  convert  to  a  bullet 
style) 

•  Don’t  use  custom  bullets,  such  as  pictures,  user-created  symbols,  icons  or  logos, 
because  screen  readers  and  braille  displays  may  not  recognize  the  bullets  as  a  list 


2.4  Columns 

Consider  separating  large  blocks  of  text  into  columns  to  make  it  easier  to  read,  as  it 
requires  less  eye  movement  and  less  peripheral  vision. 

Do 


•  Use  “Format  >  Columns”  to  create  columns 


Place  at  least  1cm  of  white 
space  between  columns  to 
prevent  screen  readers  and 
braille  displays  from  reading 
straight  across  all  the 
columns  rather  than  down 
one  column  at  a  time  (see 
screen  shot  image  of  the 
Columns  dialog  box  on  the 
right) 


Don’t 

•  Don’t  use  the  Tab  key  to  create  columns  as  screen  readers  and  braille  displays  will 
not  recognize  columns  created  with  the  Tab  key  and  will  read  the  text  line  by  line,  left 
to  right,  without  regard  for  the  columns 
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3.  Provide  Alternative  Text  for  Images 

A  textual  description  of  an  image,  known  as  “alternative  text”,  should  be  added  to 
images  (graphics,  including  Word  Art,  pictures,  logos,  watermarks,  charts,  etc.)  that  add 
meaning  to  the  document.  This  is  so  that  the  content  of  the  image  can  be  read  with 
assistive  technology  commonly  used  by  people  who  are  blind,  such  as  screen  readers 
and  braille  displays. 

Do 

•  Use  a  concise  description  for  the  “alternative  text”  of  simple  graphics 

•  Insert  a  short  “alternative  text”  (one  sentence  or  two)  plus  a  longer  description  of 
complex  images  (e.g.  charts  and  graphs)  in  the  main  text  or  as  a  footnote.  For  the 
longer  description,  write  everything  you  would  need  to  know  to  understand  all  the 
information  the  complex  image  is  supposed  to  convey 

•  If  the  picture  is  a  link  to  another  document  or  a  website,  indicate  the  target  link  in  the 
“alternative  text”  (e.g.,  alternative  text  for  the  AccessMAG  button  linking  to  the 
Accessibility  intranet  site  homepage  would  be  “AccessMAG”) 

To  add  “alternative  text”  to  an  image; 

1.  Highlight  the 
image 

2.  Choose 
“Format  > 

Picture”  from 
the  main 
menu 

3.  Choose 
“Web”  in  the 
picture 
dialog  box 

4.  Write  a 
description 
of  the  image 
in  the 

“Alternative 

text”  box  (see  screen  shot  image  right) 

5.  Click  “OK” 


Format  Wei  ure 


Colors  and  Lines  |  Size  j  Layout  j  Picture  |  Text  Box  V(/eb 
Alternative  text: 


A  worrian  in  a  restaurant  is  having  trouble  reading  the  menu's  fine  print. 


■'Web  browsers  display  alternative  text  while  pictures  are  loading  or  if  they 
are  missing.  'A'eb  search  engines  use  alternative  text  to  help  find  Web 
pages, 


OK 

Cancel 
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4.  Creating  Accessible  Tables 

Consider  whether  or  not  you  need  to  use  a  table.  Screen  readers  and  braille  displays 
may  not  read  tables  that  are  not  formatted  properly,  are  too  large  or  too  complex. 
Tables  that  are  read  by  screen  readers  and  braille  displays  are  read  row  by  row  across 
the  columns.  For  example,  consider  the  following  table; 


Day  of  the 
Week 

Rain 

Sun 

Wind 

Sunday 

Yes 

No 

No 

Monday 

No 

Yes 

No 

Tuesday 

No 

Yes 

Yes 

Screen  readers  and  braille  displays  will  read  the  information  in  the  table  as;  Day  of  the 
Week,  rain,  sun,  wind,  Sunday,  yes,  no,  no,  Monday,  no,  yes,  no,  Tuesday,  no,  yes,  yes. 

Even  if  tables  are  properly  formatted,  they  may  be  too  complex  for  some  people  to 
understand.  Therefore,  you  should  describe  the  contents  of  the  table  and  what  it  is 
conveying  within  the  body  of  your  document. 


Do 


•  Use  “Table  >  Insert  >Table”  to  create  the  table 

•  Use  only  simple  tables 

o  Simple  tables  are  created  using  Word’s  table  auto  format  (“Table  >  Insert  > 
Table”) 

o  Complex  tables  are  created  using  “Table  >  Draw  Table.”  The  per  son  creating  the 
table  uses  the  mouse  to  point,  click  and  drag  to  create  cells  for  a  custom  table 

•  Make  sure  that  your  table  structure  makes  sense  when  read  from  left  to  right,  row  by 
row 


•  Number  the  table  and  provide  a  caption  above  the  table 
to  summarize  the  purpose  of  the  table; 


I 

1 .  Right  click  on  the  table  cursor  (upper  left  corner  of 
the  table  -  see  screen  shot  image  on  the  right) 

pay  of  the  Weel- 

Sunday 

Monday 

T"  1  i 

AccessMAG 
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2.  Choose  “Caption” 


3.  Write  the  table  number  and  caption  in  the  “Caption”  field  (see  screen  shot 
image  below) 

4.  Click  “OK” 


Caption; 


jTable  1  Weather  Trends  by  Day  of  the  Week 


Options 


•  If  the  table  does  not  fit  on  one  page,  carry  headers  over  to  the  second  page  by 
turning  on  the  “Repeat  as  header  row  at  the  top  of  the  page”  option: 

1 .  Highlight  the  table  cells  with  the  headings  you  want  to  repeat  on  the  next  page 

2.  Click  on  “Table  >  Table  Properties  “ 

3.  Choose  "Row”  in  the  table  properties  dialog  box 

4.  Check  the  box  “Repeat  as  header  row  at  the  top  of  the  page”  (see  screen  shot 
image  on  the  next  page) 

5.  Click  “Ok” 


•  Prevent  content  in  one  row  from  breaking  across  a  page  by  turning  off  the  “Allow  row 
to  break  across  pages”  option  for  that  row; 

1.  Highlight  the  table 

2.  Click  on  “Table  >  Table  Properties  “ 

3.  Choose  “Row”  in  the  table  properties  dialog  box 

4.  Un-check  the  box  “Allow  row  to  break  across  pages”  (see  screen  shot  image 
below) 

5.  Click  “Ok” 
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Table  Row  |  Colurnn  j  Cell  j 

Size  . . . . . . . . . - . . . . 

Row  1; 

W  Specify  height;  jo.51  cm-$1  Row  height  [s:  [At  least  ▼  ) 

Options  — — — —— - — - — — - — — . 

r.jyew-twtrbi^t"WbW 


jRepeat  as  header  row  at  the  top  of  each  page 
. . . . . 

Next  Row  * 


*  Previous  Row 


OK 


Cancel 


Jj2<l 


Don’t 

•  Don’t  use  the  Tab  key  or  space  bar  to  create  tables  (While  it  may  look  like  a  table,  it 
will  not  be  recognized  as  one  by  assistive  technology  and  therefore  will  not  be 
accessible) 

•  Don’t  use  a  pattern  background  on  tables 


5.  Accessible  Fonts  and  Text 

Some  fonts  appear  better  on  the  computer  screen  while  others  appear  better  in  print. 

Keep  in  mind  that  not  all  font  types,  styles,  sizes  and  colours  will  be  good  for  all  people. 

Do 

•  Keep  the  size  of  your  font  between  1 2  and  1 8  points,  depending  on  the  font  you 
choose 

•  Choose  standard  fonts  that  are  sans  serif,  with  clear  spacing  and  easily  recognized 
upper  and  lower  case  characters  (e.g.  Arial  or  Verdana).  Sans  serif  fonts,  such  as 
Arial,  don’t  have  ‘serifs’  or  ornaments  at  the  end  of  strokes.  They  are  easier  to  read 
than  serif  fonts,  such  as  Times  New  Roman. 

•  Choose  fonts  with  medium  heaviness 
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•  Choose  normal  or  expanded  letter  spacing 

•  Use  “Important,”  or  another  appropriate  word  or  phrase  to  convey  meaning  because 
screen  readers  do  not  interpret  meaning  from  font  styles  such  as  italics,  bold,  upper 
case,  or  underline 

Don’t 

•  Don’t  use  condensed  spacing 

•  Don’t  use  light  type  with  thin  strokes 

•  Don’t  use  UPPER-CASE  letters,  italics  or  underlining  to  emphasize  text  as  assistive 
technology  such  as  screen  readers  and  braille  displays  will  not  read  them  properly 
and  people  with  low  vision  or  certain  intellectual  or  developmental  disabilities  may 
find  them  distracting  or  difficult  to  read 

•  Don’t  use  a  bold  or  heavy  font  as  the  only  way  to  convey  meaning.  For  example, 
it’s  not  enough  to  just  use  bold  to  indicate  a  heading  -  you  must  also  format  the 
heading  with  the  appropriate  heading  style 

•  Don’t  use  Text  Effects  (e.g.  Blinking,  Las  Vegas  Lights,  Shimmer)  as  blinking  or 
animated  text  may  cause  photosensitive  epileptic  seizures  in  susceptible  individuals. 
Also,  a  screen  reader  may  not  read  text  created  with  these  effects 


6.  Colour  and  Contrast 

A  person  who  is  colour  blind  has  a  reduced  spectrum  of  colours  they  can  tell  apart. 
There  are  three  types  of  colour  blindness,  so  there  are  no  simple  solutions  when 
choosing  colours.  Below  is  an  image  of  a  parrot  and  examples  of  how  that  image  would 
appear  to  people  with  the  different  types  colour  blindness  (protanopia,  deuteranopia  and 
tritanopia).  To  see  the  full  effect,  view  the  images  on  a  computer  screen  or  in  colour  ink. 


Original  Protanopia  Deuteranopia  Tritanopia 


m] 
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Do 

•  Restrict  the  use  of  coloured  text  to  titles  and  headings  as  coloured  text  can  be  more 
difficult  to  read 

•  Use  high  contrast  colours  for  text  and  background  -  the  greater  the  contrast,  the 
easier  it  will  be  to  read  the  text 

•  Use  a  single  solid  colour  for  the  background 

Don’t 

•  Don’t  use  colour  to  convey  information  or  meaning  (e.g.  “Click  on  the  green  button”). 
Someone  who  is  colour  blind  may  not  be  able  to  tell  which  button  is  green 

•  Don’t  use  colour  for  text  unless  it  is  high  contrast  against  the  background 

•  Don’t  use  patterned  backgrounds  on  pages  or  tables  as  this  will  make  the  text  more 
difficult  to  read 

•  Don’t  assume  your  colour  choices  will  always  be  displayed  correctly  -  a  person 
might  adjust  their  computer  to  show  colours  that  are  easy  for  them  to  read 

7.  Inserting  Links  to  Websites  and  Other 
Documents 

A  screen  reader  can  read  through  all  the  links  in  a  document  at  the  user’s  request,  only 
reading  the  text  of  the  links.  This  allows  the  user  to  quickly  scan  the  document  for  any 
links  that  may  be  of  interest.  Therefore,  when  inserting  links  within  a  document,  make 
sure  the  text  in  the  link  tells  the  reader  about  what  they  are  going  to  find  if  they  click  the 
link. 


Do 


•  Use  “Insert  >  Hyperlink”  from  the 
main  menu  to  insert  URLs  and 
email  addresses  (see  screen  shot 
image  on  the  right) 


Accessibility  for  People  with  Disabilities 

-  Microsoft 

1  File  Edit  View  Format  Tools  Table 

Window  Hell 

J  D  O  i?i 

j  i  O  - 

1  ,  Page  Numbers... 

1  Normsl  ▼ 

j .  . . . . . 

\  B  I  U 

ill'  1  ■  1  •  1  •  Option... 

^  ‘  Index  and  Tables... 

6  •  t  ■  7  ■  1 

Picture  ► 

HI  Text  Box 

Hyperlink. . . 

(fetl  A 

iCcessMAG 
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•  Use  meaningful  text  that  briefly  explains  the  link  (e.g.  you  could  use  "MyOPS 
Homepage"  as  the  link  text  for  http://intra.ops.mvops.qov.on.ca/  -  see  screen  shot 
image  below) 


Don’t 

•  Don’t  use  Link  or  Click  here  as  text  in  the  link 


•  Don’t  use  too  many  links  in  your  document  or  it  may  become  overwhelming  or 
confusing 


8.  More  Tips 

•  Use  clear  writing  and  short  sentences,  and  spell  out  abbreviations  so  that  your 
document  is  easy  to  read  and  understand 

•  Use  lots  of  white  space 

•  Don’t  make  your  document  too  “busy”  with  lots  of  different  colours,  fonts  and  images 
as  that  can  be  distracting  or  make  the  document  more  difficult  to  understand 

•  Don’t  use  sound  alone  to  convey  information.  If  you  must  use  sound/audio  to  convey 
meaning,  be  sure  to  provide  a  text  alternative  for  people  who  are  deaf  or  have  a 
hearing  loss 


•  Use  “Tools  >  Language  >  Set  Language”  to  specify  the  document’s  base  language. 
This  helps  screen  readers  know  what  language  the  document  was  created  so  that  it 
can  follow  the  correct  rules  of  pronunciation  when  reading  the  document  out  loud 
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8.1  Online  Tutorials 

A  number  of  steps  in  this  guide  are  demonstrated  in  short  videos  created  by  California 
State  University.  It  should  take  about  10  to  15  minutes  to  watch  all  eight  videos,  which 
cover,  for  example,  topics  such  as  creating  structure,  alternative  text  for  images,  and 
accessible  tables. 


8.2  Other  Resources 

•  The  tip  sheet  Creating  an  Accessible  E-mail  offers  tips  for  creating  e-mails  that  are 
accessible  to  everyone,  including  people  with  disabilities. 

•  The  tip  sheet  Assistive  Technology  Used  to  Access  Information  on  a  Computer 
describes  devices  and  software  commonly  used  by  some  people  with  disabilities  to 
access  information  on  a  computer. 

•  OPS  l&IT  Accessibility  Centre  of  Excellence’s  Ten  tips  for  creating  accessible  word 
documents 


•  The  Ministry  of  Community  and  Social  Services  provides  more  information  and 
examples  of  alternative  formats  on  their  website. 


•  Microsoft  Office  Online  offers  training  that  will  help  you  create  accessible  documents; 

o  Create  an  accessible  office  document  (30  to  40  minutes)  -  You  will  learn  about 
the  different  accessibility  needs  of  various  people  and  how  you  can  make  your 
documents  available  to  them.  The  course  makes  brief  reference  to  legislation  in 
the  United  States,  called  the  Americans  with  Disabilities  Act.  This  legislation 
does  not  apply  in  Ontario,  however  the  guidance  provided  by  this  training  is 
helpful  to  creating  accessible  documents. 

o  Format  your  document  with  styles  (40-50  minutes)  -  You  will  learn  what  styles 
are  and  how  to  use  them  to  format  your  document.  You  will  also  learn  how  to  add 
new  styles,  modify  them,  and  apply  your  style  changes  to  other  documents. 

o  Create  and  format  basic  tables  (40-50  minutes)  -  You  will  learn  when  and  why  to 
use  tables,  how  to  add  a  table  to  your  document,  and  how  to  edit  and  format  the 
table  and  the  table  contents. 


This  guide  was  developed  with  the  assistance  of  the  CNIB’s  Clear  Print  Accessibility 
Guidelines,  Microsoft’s  Office  Online  Accessibility  Training  and  the  Ministry  of 
Transportation’s  Creating  Accessible  Documents  guide. 
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Appendix:  Quick  Reference 

Formatting  and  Headings 

Do 

•  Create  headers,  paragraphs,  lists,  and  other  structural  elements  of  your  document: 
o  “Format  >  Style”  or  “Format  >  Styles  and  Formatting” 

•  Break  your  document  into  subsections  and  use  headings  to  convey  meaning  about 
the  document’s  structure 

•  After  selecting  the  style  type  from  the  style  dialog  box,  choose  “Modify”  to  change  the 
font,  paragraph  spacing,  etc. 

•  Format  headings  in  a  logical  order 

o  Use  a  hierarchy  of  headings  to  show  where  sections  start  and  end  and  how  the 
sections  relate  to  each  other. 

•  Use  a  table  of  contents  for  any  document  with  more  than  five  sections: 

o  “Insert  >  Index  and  Tables  >  Table  of  Contents”  or  “Insert  >  Reference>  Index 
and  Tables  >  Table  of  Contents” 

•  If  you  need  to  create  decorative  lines,  use  “Format  >  Borders  and  Shading  > 

Borders” 

•  If  you  need  to  create  decorative  boxes  around  text,  use  “Format  >  Borders  and 
Shading  >  Borders” 

Don’t 

•  Don’t  use  the  “Drawing”  toolbar  feature  to  insert  a  graphic  line 

•  Don’t  insert  a  table  with  a  single  cell  to  create  a  box 

•  Don’t  put  important  information  in  Headers  or  Footers 

•  Don’t  use  text  boxes  to  add  text  to  your  document 

•  Don’t  use  flashing  or  blinking  elements  in  your  document 
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Paragraphs  and  Breaks 

Do 

•  Use  “Format  >  Paragraph”  to: 

o  Create  a  larger  space  between  paragraphs 
o  Create  a  First  Line  indent 
o  Insert  a  page  break  (you  can  also  use  Ctrl-Enter) 

Don’t 

•  Don’t  press  Enter  to  create  a  space  between  paragraphs.  Instead  use  “Format  > 
Paragraph”  to  create  spacing 

•  Don’t  use  the  spacebar  or  Tab  key  to  create  a  first  line  indent 

•  Don’t  press  Enter  repeatedly  to  force  a  block  of  text  onto  a  new  page 


Lists  and  Bullets 

Do 


•  Use  lists,  where  possible,  to  break  up  dense  paragraphs 

•  Use  “Format  >  Style”  or  “Format  >  Styles  and  Formatting”  to  format  lists  properly 
using  numbered  or  bulleted  lists 

•  In  the  Style  dialog  box,  choose  a  numbered  list  if  sequence  matters,  and  a  bulleted 
list  if  sequence  doesn’t  matter 

•  After  selecting  the  style  type  from  the  Style  dialog  box,  choose  “Modify”  to  change 
the  font,  paragraph  spacing,  number  or  bullet  or  type,  etc. 

Don’t 

•  Don’t  use  the  bullet  icon  on  the  toolbar  to  create  a  bulleted  list  if  you  are  using  Word 
2000 

•  Don’t  use  custom  bullets,  such  as  pictures,  user-created  symbols,  icons  or  logos 
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Columns 

Do 

•  Use  “Format  >  Columns”  to  create  columns 

•  Place  at  least  1  cm  of  white  space  between  columns 

Don’t 

•  Don’t  use  the  Tab  key  to  create  columns 

Provide  Alternate  Text  for  Images 

Do 

•  Add  “alternative  text”  added  to  images  that  add  meaning  to  the  document: 

1 .  Highlight  the  image;  then  click  on  “Format  >  Picture” 

2.  Choose  “Web”  in  the  format  picture  box 

3.  Write  a  description  of  the  image  in  the  “Alternative  text”  box;  click  “OK” 

•  Use  a  concise  description  for  the  “alternative  text”  of  simple  graphics 

•  Insert  a  short  “alternative  text”  plus  a  summary  description  of  complex  images  in  the 
main  text  or  as  a  footnote 

•  If  the  picture  is  a  link,  indicate  the  target  link  in  the  “alternative  text” 

Creating  Accessible  Tables 

Do 

•  Use  “Table  >  Insert  >Table”  to  create  the  table 

•  Use  only  simple  tables 

•  Make  sure  that  your  table  structure  makes  sense  when  read  from  left  to  right,  row  by 
row 
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•  Number  the  table  and  provide  a  caption  above  the  table  to  summarize  the  purpose  of 
the  table: 

1 .  Right  click  on  the  table  cursor  (upper  left  corner  of  the  table);  choose  “Caption”. 

2.  Write  the  table  number  and  caption  in  the  “Caption”  field 

•  Carry  headers  over  to  the  next  page: 

1 .  Highlight  the  table  cells  with  the  headings  you  want  to  repeat  on  the  next  page; 
click  on  “Table  >  Table  Properties  “ 

2.  Choose  “Row”  in  the  table  properties  format  box 

3.  Check  the  box  “Repeat  as  header  row  at  the  top  of  the  page”;  click  “Ok” 

•  Prevent  content  in  one  row  from  breaking  across  a  page: 

1 .  Highlight  the  table;  click  on  “Table>  Table  Properties” 

2.  Choose  “Row”  in  the  table  properties  format  box 

3.  Un-check  the  box  “Allow  row  to  break  across  pages”;  Click  “Ok” 

Don’t 

•  Don’t  use  the  Tab  key  or  space  bar  to  create  tables 

•  Don’t  use  a  pattern  background  on  tables 

Accessible  Fonts  and  Text 

Do 

•  Keep  the  size  of  your  font  between  1 2  and  1 8  points 

•  Choose  standard  fonts  that  are  sans  serif  (e  g.  Arial  or  Verdana) 

•  Choose  fonts  with  medium  heaviness 

•  Choose  normal  or  expanded  letter  spacing 

•  Use  “Important,”  or  another  appropriate  word  or  phrase  to  convey  meaning 
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Don’t 

•  Don’t  use  condensed  spacing 

•  Don’t  use  light  type  with  thin  strokes 

•  Don’t  use  upper-case  letters,  italics  or  underlining  to  emphasize  text 

•  Don’t  use  a  bold  or  heavy  font  as  the  only  way  to  convey  meaning 

•  Don’t  use  Text  Effects  (e  g.  Blinking,  Las  Vegas  Lights,  Shimmer) 

Colour  and  Contrast 

Do 

•  Restrict  the  use  of  coloured  text  to  titles  and  headings 

•  Use  high  contrast  colours  for  text  and  background 

•  Use  a  single  solid  colour  for  backgrounds  on  pages  or  tables 

Don’t 

•  Don’t  use  colour  to  convey  information  or  meaning,  without  also  providing  another 
way  to  convey  meaning. 

•  Don’t  use  colour  for  text  unless  it  is  high  contrast  against  the  background 

•  Don’t  use  patterned  backgrounds  on  pages  or  tables 

inserting  Links  to  Websites  and  Other  Documents 

Do 

•  Use  “Insert  >  Hyperlink”  to  insert  URLs  and  email  addresses 

•  Use  meaningful  text  that  briefly  explains  the  link 
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Don’t 

•  Don’t  use  Link  or  Click  here  as  text  in  the  link 

•  Don’t  use  too  many  links  in  your  document 


More  Tips 

•  Use  clear  writing  and  short  sentences,  and  spell  out  abbreviations 

•  Use  lots  of  white  space 

•  Don’t  make  your  document  too  “busy”  with  lots  of  different  colours,  fonts  and  images 

•  Don’t  use  sound  alone  to  convey  information 

•  Use  “Tools  >  Language  >  Set  Language”  to  specify  the  document’s  base  language 

Online  Tutorials 

Watch  California  State  University’s  short  videos  on,  for  example,  creating  structure, 
alternative  text  for  images,  and  accessible  tables.  It  should  take  about  10  to  15  minutes 
to  watch  all  eight  videos. 

Other  Resources 

•  Creating  an  Accessible  E-mail 

•  Assistive  Technology  Used  to  Access  Information  on  a  Computer 

•  OPS  I&IT  Accessibility  Centre  of  Excellence’s  Ten  tips  for  creating  accessible  word 
documents 


•  The  Ministry  of  Community  and  Social  Services’  information  and  examples  of 
alternative  formats 


•  OPS  I&IT  Accessibility  Centre  of  Excellence’s  Information  and  tips  on  creating 
accessible  PDFs 


•  Microsoft  Office  Online  Quick  Reference  Card  -  Format  your  document  with  styles 

•  Microsoft  Office  Online  Quick  Reference  Card  -  Create  an  accessible  office 

document 


•  Microsoft  Office  Online  Quick  Reference  Card  -  Create  and  format  basic  tables 
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Creating  an  Accessible  E-mail 


This  tip  sheet  was  developed  to  help  you  write  e-mails  that  are  accessible  to  more 
people,  including  people  with  disabilities. 

An  accessible  e-mail  is  one  that  allows  anyone  reading  it  (whether  they  have  a  disability 
or  not)  to  access  the  information  contained  within  it.  The  possible  disabilities  include 
various  degrees  of  vision  impairment,  muscular-skeletal  disorders  that  limit  the  ability  to 
use  traditional  controls  such  as  a  mouse  and  keyboard,  and  learning  disabilities  such  as 
dyslexia. 

Some  people  with  disabilities  use  assistive  technology  to  access  information  on  a 
computer.  The  email  should  be  designed  so  that  it  can  be  easily  read  and  navigated 
when  using  assistive  technologies  (e.g.,  screen  readers,  screen  magnifiers,  braille 
displays,  speech  input  systems). 

Create  Accessible  Formats 

Microsoft  Outlook  allows  you  to  write  your  e-mail  in  three  different  formats:  plain  text, 
rich  text  and  HTML.  Format  your  e-mail  by  choosing  from  the  drop  down  menu  at  the  top 
of  the  e-mail  or  click  on  “Format  >  Plain  text.  Rich  text  or  HTML.” 

Please  keep  in  mind  that  while  Microsoft  Outlook  can  display  rich  text  and  HTML  e- 
mails,  not  all  e-mail  programs  can. 

HTML  e-mails  are  the  recommended  format  for  more  broadly  distributed  e-mails: 

•  HTML  e-mails  allow  you  to  create  bullets,  use  different  sizes,  colours  and  styles  of 
fonts,  insert  images,  backgrounds,  links,  use  animation  and  forms,  and  more. 

•  Use  HTML  e-mails  when  you  have  an  image  (picture,  graphic,  logo,  etc.),  links,  or 
you  want  to  format  your  e-mail  a  certain  way  (use  different  font  styles,  alignment, 
bold,  etc.). 

Plain  text  e-mails  are  more  accessible  but  do  not  display  images  or  formatting: 

•  They  are  quicker  to  download,  take  up  less  space  and  are  more  accessible  for 
people  who  use  assistive  technology  (such  as  screen  readers  or  braille  displays) 
because  users  receive  them  the  in  a  way  that  is  easier  for  them  to  access  and 
understand. 

•  Plain  text  e-mails  are  prepared  by  using  your  font  settings  in  your  preferences  and 
then  displayed  for  the  user  with  their  settings  (chosen  fonts,  sizes  and  colours). 
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Rich  text  e-mails  should  be  avoided  for  more  broadly  distributed  e-mails: 

•  Rich  text  e-mails  let  you  create  bullets,  use  different  sizes,  colours  and  types  of 
fonts,  insert  lines,  shapes,  links  etc. 


•  They  are  okay  if  you  know  the  receivers,  such  as  with  e-mails  between  colleagues, 
but  should  be  avoided  for  more  broadly  distributed  e-mails  since  screen  readers  and 
braille  displays  may  not  read  the  e-mail  as  you  intended. 


Here  are  screen  shot  images  of  the  same  e-mail  in  the  three  different  formats: 


HTML 


Sublect; 


Check  Out  AccessHAG  Mow 


The  Accessibility  Unit's  intranet  site  is  packed  full  of  information  and  tools  to  help  you 
improve  accessibility  across  the  Hinistry  of  the  Attorney  General. 

Here  are  some  of  the  things  you' 11  find  on  the  AccessHAG: 


The  new  Accessibility  Standards  for  Customer  Service  regulation 
Accessibility  related  legislation 
Links  to  training  and  videos 

Tips  on  how  to  serve  people  with  disabilities. 


Plain  text 


Everyone  has  a  role  to  play  in  making  our  ministry's  workplace  and  services  accessible  to 
people  with  disabilities.  Visit  AccessHAG 

<http : // intra.mag . jus . gov . on . ca/csrnd  hr/HumanResources/ Accessibility/ HR  Accessibility  Home . h 

tmi>  now! 
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Check  Out  AccessMAG  Now! 


The  Accessibility  Unit's  intranet  site  is  packed  full  of  information  and  tools  to  help  you  improve  accessibility  across  the  Ministry 
of  the  Attorney  General 

Here  are  some  of  the  things  you'll  find  on  the  AccessMAG 

The  new  Accessibility  Standards  for  Customer  Service  regulation 
Accessibility  related  legislation 
Links  to  training  and  videos 
Tips  on  howto  serve  people  with  disabilities. 

Evep/one  has  a  role  to  play  in  making  our  mmlstiy's  workplace  and  services  accessible  to  people  with 
disabilities.  Visit  AccessMAG 

<http  //intra  rnaq.ius.qov.on  ca/csrnd  hr/HumanResources/Accessibilih//HR  AccessibiliM  Home  html>  nowl 


Accessible  Attachments 

Make  sure  all  of  your  attachments  are  accessible  to  people  with  disabilities,  or  offer 
them  multiple  formats.  You  could  also  consider  putting  the  content  of  the  attachment  in 
the  body  of  the  e-mail,  such  as  with  a  memo. 

A  PDF  file  is  only  accessible  if  the  author  creates  it  to  be  accessible.  If  you  are  attaching 
a  PDF  file,  make  sure  you  offer  the  PDF  file  in  an  alternative  format  at  the  same  time, 
such  as  accessible  Word  or  accessible  HTML.  The  tip  sheet.  Creating  an  Accessible 
Document  in  Microsoft  Word,  helps  you  create  a  Word  document  that  is  accessible  to 
everyone,  including  people  with  disabilities. 


Provide  Alternative  Text  for  Images 

A  textual  description  of  an  image,  known  as  “alternative  text”,  should  be  added  to  all 
images  (graphics,  pictures,  logos,  charts,  etc.)  so  that  the  content  of  the  image  can  be 
read  with  assistive  technology  such  as  screen  readers  and  braille  displays.  If  the  image 
is  complex  (e.g.  chart  or  graph),  describe  it  in  the  body  of  the  e-mail. 

To  add  “alternative  text”  to  images: 

•  With  your  mouse,  right  click  on  the  image 

•  Choose  “Properties”  or  “Format,”  depending  on  which  version  of  Outlook  you 
are  working  with 
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•  Write  a  description  of  the  image  in  the  “Alternative  text”  field  or  choose  “Web,” 
then  write  a  description  of  the  image  in  the  “Alternative  text”  field  (see  screen 
shot  images  below) 

•  Click  “OK” 
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More  Tips 

Here  are  more  tips  for  creating  an  accessible  e-mail: 

•  Use  clear  writing  so  people  with  intellectual  and  developmental  disabilities  are  able 
to  understand  your  e-mail  more  easily. 

•  Use  a  short,  descriptive  subject  line  to  make  the  e-mail  easier  to  sort  or  find  later. 

•  Don’t  write  words  all  in  capitals  unless  they  are  abbreviations  or  acronyms.  Some 
assistive  technology  may  read  one  letter  at  a  time. 

•  Don’t  rely  on  bold,  italics  or  underlining  to  convey  tone  or  information,  as  some 
assistive  technology  may  not  interpret  the  meaning.  Instead,  use  words  or  phrases 
that  convey  meaning  (e.g.  Please  note). 

•  When  making  a  list,  begin  each  bullet  with  a  dash  This  will  allow  some  assistive 
technology  to  identify  it  as  a  list.  Describe  the  list  or  give  it  a  title. 

•  Embed  links  or  e-mail  addresses  in  text  or  place  them  in  rounded  brackets  and  leave 
an  extra  space  before  and  after  the  address  to  make  it  easier  to  copy  and  paste  (e.g. 
Visit  the  MyOPS  homepage  (  http://intra.mvops.qov.on.ca  )  for  further  information.) 


For  more  information  and  tips  on  creating  accessible  e-mails,  visit  the  Text  Email 
Newsletter  (TEN)  Standard  homepage.  This  site  provides  tips  for  improving  the 
readability  of  plain  text  e-mail  newsletters,  but  the  information  can  also  be  applied  to 
regular  e-mail. 
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Accessible  Electronic  Documents 
Ministry  of  the  Attorney  General 
Questions  and  Answers  for  All  Staff 

Ministry  staff  must  ensure  that  documents  that  are  intended  for  broad  internal 
distribution  are  accessible  to  people  with  disabilities.  These  questions  and  answers 
have  been  developed  to  provide  further  explanation  and  guidance  about  what  is 
expected  and  why.  Staff  are  also  encouraged  to  apply  this  guidance  to  other  documents 
that  are  intended  for  the  public. 

Q1 .  What  is  meant  by  “accessible  electronic  documents”?  Why  are  they  important? 

Q2.  What  are  ministry  staff  required  to  do  to  make  sure  documents  for  internal 
distribution  are  accessible? 

Q3.  What  are  some  of  examples  of  internal  documents  that  are  broadly  distributed? 

Q4.  Who  in  my  area  is  responsible  for  making  sure  documents  are  accessible? 

Q5.  What  steps  and  planning  considerations  should  be  taken  when  writing  a  large  or 
complex  document,  to  make  sure  the  document  will  be  accessible  to  people  with 
disabilities? 

Q6.  Does  this  mean  I  can  never  use  portable  document  formats  (PDFs)? 

Q7.  If  I  provide  a  document  in  an  accessible  format,  does  this  mean  I  also  have  to 
respond  to  requests  for  other  formats  (such  as  large  print,  braille,  audio)? 

Q8.  Does  creating  an  accessible  document  mean  that  my  document  won’t  look  nice? 

Q9.  Are  we  responsible  for  the  accessibility  of  a  document  that  has  been  produced  from 
outside  the  ministry  (e.g.,  from  another  ministry)? 

Q10.  Do  I  need  to  make  meeting  materials  accessible,  such  as  slide  presentations? 

Q11 .  Is  training  available  on  how  to  create  accessible  documents? 

Q12.  Who  can  I  contact  about  the  ministry’s  direction  and  guidance  on  accessible 
documents? 


Q1.  What  is  meant  by  “accessible  electronic  documents”?  Why  are  they 
important? 

A.  An  accessible  electronic  document  provides  greater  opportunity  and  independence 
for  people  with  disabilities  -  supporting  the  ministry  in  meeting  human  rights  and 
accessibility  legal  requirements. 

Accessible  electronic  documents  are  documents  that  people  with  disabilities  can 
easily  read  or  find  their  way  around.  People  with  the  following  types  of  disabilities 
may  find  accessible  documents  to  be  particularly  beneficial;  vision  impairment,  some 
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learning  disabilities,  and  muscular-skeletal  disorders  (that  limit  the  ability  to  use 
traditional  controls  such  as  a  mouse  and  keyboard). 

Providing  documents  in  an  accessible  electronic  form  means  that  the  document  can 
be  accessed  and  used  by: 

•  Using  assistive  technologies  (e.g.,  screen  readers,  screen  magnifiers,  braille 
displays  used  by  people  who  have  vision  disabilities;  speech  input  systems  used 
by  people  with  learning  disabilities  or  physical  disabilities):  and/or 

•  Using  built-in  functions  in  web  browsers,  readers  (such  as  Adobe  Acrobat),  or 
word  processors  (such  as  Microsoft  Word).  Most  of  these  have  built-in  functions 
to  make  reading  or  navigating  a  document  easier:  zoom,  changing  text  and 
background  colours,  bookmarks  and  “find”  functions. 

Other  features  of  accessible  documents  include  clear  font  and  print  and  effective  use 
of  contrast,  which  are  necessary  for  people  with  vision  disabilities,  but  make 
documents  easier  to  read  for  everyone. 


Q2.  What  are  ministry  staff  required  to  do  to  make  sure  documents  for  internal 
distribution  are  accessible? 

A.  Documents  intended  for  broad  internal  distribution  must  be  accessible.  While  there 
are  different  formats  of  documents  that  make  them  accessible  to  people  with 
disabilities,  providing  the  document  in  an  electronic  and  accessible  format  will 
provide  greatest  access. 

The  following  are  general  requirements: 

•  Never  use  documents  that  have  been  scanned  (e.g.,  scanning  a  paper  copy  for 
distribution  through  e-mail  or  web  site).  These  are  inherently  inaccessible. 

People  who  are  blind  or  have  learning  disabilities  commonly  use  screen  reading 
software,  which  is  unable  to  interpret  scanned  images.  Also,  scanned  documents 
may  not  be  suitable  for  display  on  mobile  devices. 

•  Use  accessible  Microsoft  Word,  accessible  HTML  web  pages,  or  accessible  plain 
text,  instead  of,  or  in  addition  to,  using  Portable  Document  Formats  (PDFs). 

•  When  information  is  posted  on  an  intranet  site,  use  accessible  HTML  web  pages 
instead  of  PDF  to  publish  information.  The  HTML  format  is  universally  accessible 
and  it  allows  for  maximum  flexibility  and  user  preferences  with  respect  to  reading, 
printing,  or  portability.  HTML  also  provides  some  level  of  security.  Ensure  that 
the  HTML  version  is  coded  properly  to  be  accessible. 
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•  If  you  are  not  able  to  /  do  not  have  the  expertise  to  create  an  accessible  HTML 
web  page,  then  use  accessible  Microsoft  Word  or  accessible  plain  text. 

•  If,  for  security  reasons,  you  must  provide  a  document  in  PDF,  then  make  sure 
that  the  PDF  is  structured  to  be  accessible.  As  well,  provide  another  accessible 
format  at  the  same  time  (e  g.,  accessible  Word  or  accessible  HTML  web  pages), 
as  some  people  cannot  use  PDF  documents  even  if  they  are  designed  to  be 
accessible. 

•  Ensure  e-mails  are  constructed  to  be  accessible. 

Refer  to  the  following  guides  for  how  to  create  accessible  documents: 

•  Creating  an  Accessible  Document  in  Microsoft  Word  -  A  Guide  for  All  Staff 

•  Creating  an  Accessible  E-mail 

•  Guide  to  the  Production  and  Distribution  of  Accessible  PDF  Documents 

Q3.  What  are  some  of  examples  of  internal  documents  that  are  broadly 
distributed? 

A.  Examples  of  documents  that  are  for  broad  internal  distribution  include: 

•  Memos  to  all  staff  across  the  ministry,  within  a  division  or  branch  (e.g.,  generated 
by  DAG’S  office,  ADAG  or  Director’s  offices) 

•  Announcements,  informational  bulletins  that  are  circulated  by  email  to  all  staff  or 
posted  to  an  intranet  site 

•  Invitations  to  ministry  or  divisional  meetings  and  materials  for  meetings  with  broad 
internal  audience  (e.g.,  all  staff  meetings;  divisional  meetings,  etc.). 


Q4.  Who  in  my  area  is  responsible  for  making  sure  documents  are  accessible? 

A.  Anyone  who  creates  a  document  is  responsible  for  building  accessibility  into  the 
document.  Divisions  can  determine  the  best  way  to  implement  this  within  their 
areas.  For  example: 

•  Provide  staff  with  time  to  review  the  guidance  materials  on  creating  accessible 
documents,  and  incorporate  the  guidance  into  their  documents. 

•  In  areas  that  do  not  regularly  create  documents  for  broad  internal  distribution, 
consider  establishing  a  “subject  matter  expert”  who  can  provide  tips  and 
guidance  on  the  spot.  This  individual  would  take  the  time  to  learn  and 
problem-solve  on  how  to  create  accessible  documents,  and  familiarize 
themselves  with  guidance  materials.  Depending  on  your  area,  this  person 
may  be  the  administrative  support  person  who  might  check  the  documents  for 
accessibility  before  they  go  into  the  approvals  process.  In  other  areas  it  may 
be  the  web  master  of  your  intranet  site. 
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•  If  you  are  developing  a  large  document  or  report,  be  sure  to  incorporate  steps 
to  build  accessibility  into  the  document  during  the  initial  design,  so  that  you 
prevent  barriers  in  your  document. 

Q5.  What  steps  and  planning  considerations  should  be  taken  when  writing  a  large 
or  complex  document,  to  make  sure  the  document  will  be  accessible  to  people 
with  disabilities? 

A.  Here  are  some  things  to  consider; 

As  you  are  designing  the  structure  of  your  document,  and  before  you  “put  pen  to 
paper”,  be  sure  to  review  the  guidance  provided  by  Creating  Accessible  Documents 
Microsoft  Word  -  A  Guide  for  All  Staff.  If  you  design  your  document  to  be 
accessible,  more  people  with  disabilities  can  use  it. 

If  your  document  is  intended  to  be  posted  on  a  website  or  circulated  by  e-mail, 
determine  what  format  of  accessible  document  you  will  use.  Consider  providing  the 
document  in  accessible  HTML,  not  PDF  (or  in  addition  to  PDF).  The  OPS’s 
Accessibility  l&IT  Centre  of  Excellence  advises  that  accessible  HTML  is  universally 
accessible  (in  that  it  does  not  require  the  user  to  have  particular  viewing  software), 
and  provides  for  maximum  flexibility  and  user  preferences  with  respect  to  reading, 
printing,  or  portability.  You  may  provide  an  accessible  Word  version  as  an 
alternative  to,  or  in  addition  to  the  HTML. 

Larger  documents  with  many  complex  tables  and  charts,  for  example,  may  require  a 
little  more  time  to  ensure  accessibility.  Complex  graphics,  text  boxes,  and  certain 
elements  that  are  commonly  used  to  visually  engage  the  readers  may  render  much 
of  the  information  to  be  inaccessible  to  some  people  with  disabilities.  Therefore, 
consider  whether  such  graphics  are  tables  are  needed.  If  they  are  needed,  you  will 
need  to  incorporate  sufficient  time  (and  possibly  budget)  for  the  creation  of  an 
accessible  alternate  version  (i.e.  a  narrative  version  that  describes  the  meaning  and 
content  of  graphics  and  tables). 

Incorporate  accessibility  considerations  in  purchasing  agreements.  If  you  are 
purchasing  the  services  of  a  vendor  or  consultant  that  involve  the  production  of 
documents,  specify  in  the  contract  that  accessible  formats  are  required. 


Q6.  Does  this  mean  I  can  never  use  portable  document  formats  (PDFs)? 

A.  You  may  use  PDF  documents,  however  you  must  also  provide  another  format  at  the 
same  time  to  provide  maximum  accessibility  for  employees  with  disabilities  (e.g., 
accessible  Word  or  accessible  HTML). 
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Q7.  If  I  provide  a  document  in  an  accessible  format,  does  this  mean  I  also  have  to 
respond  to  requests  for  other  formats  (such  as  large  print,  braille,  audio)? 

A.  You  still  need  to  be  prepared  to  respond  to  requests  for  other  formats.  Different 
people  with  disabilities  have  different  needs  and  we  have  to  meet  those  needs  to 
ensure  equal  access.  However,  sometimes  someone  with  a  disability  may  only 
require  an  accessible  electronic  document. 

Retaining  your  accessible  document  (e.g.,  accessible  Word)  in  an  “electronic  master 
file”  will  prepare  you  for  an  easier  and  less  expensive  transition  to  alternate  formats 
in  the  event  of  requests  for  large  print,  braille  or  plain  text. 


Q8.  Does  creating  an  accessible  document  mean  that  my  document  won’t  look 
nice? 

A.  Providing  accessible  documents  is  not  intended  to  take  away  from  the  need  to 
visually  engage  the  reader.  In  fact,  creating  accessibility  means  that  documents 
have  clean  and  simple  designs  and  are  easy  to  use  and  read.  For  example,  clear 
fonts  on  contrasting  backgrounds  and  text  that  is  not  crowded  positively  contribute  to 
the  style  and  visual  nature  of  the  document. 

Be  aware  that  for  some  people  with  disabilities,  aesthetics  and  the  visual  nature  of 
the  document  are  not  important  and  in  fact  make  the  document  inaccessible.  When 
decorative  fonts,  fine  print  and  busy  backgrounds  are  used,  this  makes  documents 
inaccessible  and  often  makes  it  more  difficult  to  read  for  everyone. 

If  the  guidelines  on  how  to  create  accessible  Word  documents  do  not  meet  your 
objectives  for  style  and  aesthetics,  then  you  must  create  an  accessible  alternative  to 
your  document,  and  make  that  accessible  alternative  available  at  the  same  time. 


Q9.  Are  we  responsible  for  the  accessibility  of  a  document  that  has  been 
produced  from  outside  the  ministry  (e.g.,  from  another  ministry)? 

A.  The  ministry  is  responsible  for  the  documents  that  it  produces,  not  the  documents 
that  are  produced  by  other  ministries  or  parties.  However,  you  are  encouraged  to 
contact  the  author  of  the  document  to  request  an  accessible  version  particularly  if 
you  know  a  staff  member  within  the  ministry  will  need  one. 

Q10.  Do  I  need  to  make  meeting  materials  accessible,  such  as  slide 
presentations? 

A.  Yes  -  if  your  meetings  are  intended  for  a  broad  audience  (e.g.,  branch,  divisional  or 
ministry-wide  meetings),  or  if  you  know  someone  attending  the  meeting  may  have 
difficulties  using  the  meeting  materials. 


Accessible  Electronic  Documents  -  Questions  and  Answers 


5 


J 


,.y 


% 


;v  ■  ;^hs 

.•,.;  ...J 
^--  j 

'  #^|;: 

V’ '  ol^,;iS‘'&‘ "■; 


n'.'; 


•rf  -jiiW '<^4 

v'.mWiT  A® 


;  iV  'W  ■■  ■'■ 


:'.’!i .vi )5Siu‘' “:5 


Plan  for  accessible  documents  for  these  events,  including  meeting  invitations, 
materials  distributed  in  advance  of  the  meeting,  and  presentation  material  to  be  used 
at  the  meeting. 

It  is  a  good  practice  to  ask  meeting  participants  to  identify  their  accessibility  needs  in 
advance  of  the  meeting,  including  their  needs  for  accessible  documents.  The 
appropriate  format  and  strategy  to  meet  their  needs  should  be  determined  together 
with  the  individual. 

A  few  points  about  slide  presentations: 

•  People  who  are  blind  or  have  low  vision  may  find  it  impossible  to  read  and  follow 
along  with  slides  or  other  visual  materials  presented  at  the  meeting. 

•  Offer  to  send  slides  in  advance  of  the  meeting  to  people  who  may  need  them. 
This  will  allow  them  to  review  materials  in  advance  and  can  make  it  easier  for 
them  to  participate  in  the  meeting. 

•  Be  sure  to  make  the  slides  as  accessible  as  possible.  A  text-only  version  of 
slides  with  graphics  removed  or  tagged  could  be  provided  if  the  individual 
requires  this.  Sometimes,  people  are  able  to  access  slides  developed  in 
PowerPoint. 

•  Meeting  participants  and  presenters  should  be  asked  to  read  out  content  of  the 
visual  materials  that  are  presented,  so  that  people  with  visual  disabilities  can 
follow  along. 

Refer  to  the  Accessibility  Directorate’s  guide  for  more  information  on  planning 
accessible  meetings,  which  also  provides  tips  for  making  your  meeting  space 
accessible. 


Q11.  Is  training  available  on  how  to  create  accessible  documents? 

A.  Classroom  training  is  not  available.  Use  the  “Creating  an  Accessible  Document 
in  Microsoft  Word”  and  “Creating  an  Accessible  E-mail”  guides  for  step-by-step 
instructions  on  how  to  create  accessible  documents. 

Free  online  training  modules  and  tutorials  are  also  available  from  California  State 
University.  Short  videos  are  provided  on  creating  structure,  alternative  text  for 
images  and  accessible  tables.  It  should  take  about  10  to  15  minutes  to  watch  all 
eight  videos. 

If  after  reviewing  the  guide  you  feel  there  is  a  need  for  staff  training,  you  may  contact 
the  Accessibility  Unit  who  will  work  with  you  and  your  area  to  assess  your  training 
needs  and  arrange  for  group  demonstrations. 
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Q12.  Who  can  I  contact  about  the  ministry’s  direction  and  guidance  on  accessible 
documents? 

A.  You  may  contact: 

Jill  Sawchuk 

Accessibility  Unit 

Ministry  of  the  Attorney  General 

iill.sawchuk@ontario.ca 

416-314-4649 
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Ministry  of  the  Attorney  General 
Legal  Services  Division 

Office  of  the  Assistant  Deputy  Attorney 
General 

McMurtry-Scott  Building,  6*^  Floor 

720  Bay  Street 

Toronto  ON  MSG  2K1 

Tel.:  416  326-4953 

Fax:  416  326-6996 

Email  |  Courriel:  Malliha.Wilson@ontario  ca 
Web:  https://intra  lsdportal.mag.gov. on  ca 


Ministers  du  Procureur  general 
Division  des  services  juridiques 

Bureau  du  sous-procureure  g6nerale 
adjointe 

Edifice  McMurtry-Scott,  6e  6tage 
720  rue  Bay 
Toronto  ON  MSG  2K1 
T6I.:  416  326-4953 

Tel6c.:  416  326-6996 


Ontario 


MEMORANDUM 


To:  All  Divisional  Staff 

From;  Malliha  Wilson 

Assistant  Deputy  Attorney  General 
Legal  Services  Division 

Date:  December  9,  2009 

Subject;  Accessibility  Standards  for  Customer  Service 


Providing  accessible  service  to  people  with  disabilities  is  one  of  our  priorities.  As  of  January  1 , 
2010,  all  provincial  government  ministries  must  be  in  compliance  with  Accessibility  Standards 
for  Customer  Service  Ontario  Regulation  429/07,  which  sets  out  specific  requirements  for 
making  customer  service  accessible  to  people  with  disabilities. 

The  Ministry  of  the  Attorney  General  (MAG)  has  formally  adopted  the  OPS  Accessible 
Customer  Service  Policy.  At  their  core,  the  policy  and  the  regulation  require  that  we  provide 
services  to  people  with  disabilities  in  accordance  with  the  principles  of  dignity,  independence, 
integration  and  equality. 

What  This  Means  To  You 

If  you  provide  customer  service  to  the  public,  the  requirements  under  the  Accessibility 
Standards  for  Customer  Service  apply  to  you. 

A  document  outlining  the  requirements  of  the  regulation  and  what  they  mean  to  you  has  been 
prepared  for  all  staff.  I  encourage  you  to  read  this  document  and  to  review  the  tools  and 
guidance  in  MAG’s  Accessible  Customer  Service  Toolkit  on  AccessMAG. 

Training 

You  have  already  heard  from  your  manager  about  mandatory  accessibility  training  required 
under  the  regulation.  In  addition  to  other  training  that  has  been  identified,  please  review  the 
OPS  Accessible  Customer  Service  Policy. 

Please  speak  with  your  manager  if  you  have  any  questions  about  the  mandatory  training. 
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Accessibility-Related  Ministry  Processes 

An  Accessible  Customer  Feedback  Process  has  been  developed  that  outlines  how  our  ministry 
will  receive  and  respond  to  feedback  from  the  public  about  how  we  provide  services  to  people 
with  disabilities.  The  process  will  be  posted  on  MAG’s  main  Internet  site,  but  must  also  be 
available  to  the  public  at  all  service  points.  It  is  important  that  all  staff  who  serve  the  public  know 
about  this  process,  understand  their  role  within  it,  and  can  direct  customers  to  it.  Feedback  will 
help  the  ministry  continuously  improve  the  accessibility  of  our  services  to  people  with 
disabilities. 

A  Notice  of  Service  Disruption  Process  has  been  developed  that  outlines  how  our  ministry  will 
provide  notice  to  customers  in  the  event  of  unplanned  or  temporary  disruptions  to  services, 
equipment  or  facilities  that  people  with  disabilities  normally  rely  on.  This  includes  disruptions 
that  are  building-related,  such  as  with  accessible  washrooms  or  elevators,  and  disruptions 
related  to  assistive  devices,  such  as  with  assistive  listening  devices.  Staff  should  inform  their 
managers  if  they  are  aware  of  any  disruptions  so  that  steps  can  be  taken  to  resolve  the 
disruption,  identify  alternative  ways  to  provide  the  service,  and  provide  notice  to  the  public. 

Accessible  Formats 

Under  the  regulation,  we  are  required  to  provide  ministry  policies  related  to  Accessible 
Customer  Service  in  an  alternative,  accessible  format  upon  request.  While  these  policies  are 
available  on  the  ministry  website,  customers  who  request  an  accessible  hard  copy  of  our 
policies  should  be  directed  to  contact  the  ministry’s  general  inquiry  line  at  1-800-518-7901  or 
TDD/TTY  416-326-4012. 

Accessibility  Coordinators  and  Leads  in  Courthouses 

The  ministry  has  Accessibility  Coordinators  and  Accessibility  Leads  in  all  full-time  courthouses. 
This  is  a  shared  initiative  across  Court  Services  Division  (CSD),  Ontario  Victim  Services 
Secretariat  (OVSS)  and  Criminal  Law  Division  (CLD).  Accessibility  Coordinators  are  CSD  staff 
and  are  the  primary  point  of  contact  for  the  public,  justice  sector  participants,  and  staff  about 
meeting  the  needs  of  court  users  with  disabilities.  In  Crown  Attorneys  Offices  and  Victim 
Services,  Accessibility  Leads  manage  requests  for  accessible  service  in  courthouses  that  are 
not  CSD-related.  Together,  the  Accessibility  Coordinators  and  Accessibility  Leads  are  key  to  the 
delivery  of  accessible  customer  service  in  courthouses. 

Thank  you  for  the  support  and  dedication  with  which  you  serve  clients,  especially  those  with 
disabilities,  and  for  your  contributions  to  ensuring  the  ministry’s  compliance  with  the  regulation 
by  January  1,  2010. 

If  you  have  any  questions,  please  refer  to  Diane  Zimnica,  Legal  Director,  Ministry  of  Consumer 
Services,  at  Diane.Zimnica@ontario.ca  or  (416)  314-5173. 

Sincerely, 

Original  signed  by 

Maliiha  Wilson 

Assistant  Deputy  Attorney  General 
Legal  Services  Division 
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